Dl SPOSAL AUTHORI TY NC1-310-77-1

* Retention Period *

LAT LABORATCRY ANALYSI S AND TESTI NG

(item 751a)

. . Oiginating office:
CGeneral material and records relating to Dest wh 3 I d
the | aboratory programtoo broad to be stroy when o years o
filed under one of the nore specific (i tem 751b)
SUb] ects bel ow. Al'l other offices:

Destroy when 2 years ol d.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED
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LAT 1 POLICY

Policy and guidelines covering all sub-
jects included under this primary sub-
ject. If needed, subdivide by type or

subj ect of policy and cross-reference to

appropriate subject category.

EXCEPT: Published instructions or direc-
tives which are filed in binders accord-

ing to established Agency custom

LAT 2 REPCORTS AND STATI STI CS

Reports covering all subjects included
under this primary subject. Case file
by type of report as necessary.

EXCEPT: Final project reports which
shoul d be filed under LAT 6 PROJECTS.

a. Record copy of substantive reports,
such as annual summaries and conprehen-
sive nonrecurring reports. Case file
special or one tine reports as needed.

* Retention Period *

(item 752a)
Oiginating office:
PERMANENT. Retire
to Federal Records
Center (FRC) when 10
years old. Transfer to
Nat i onal Archi ves and
Records Adm ni stration
(NARA) when 15 years ol d.

(item 752b)
All other offices:
Destroy when superseded
or obsol ete.

(item 753a)
Oiginating office:
PERVANENT. Retire
to FRC when 10 years
old. Transfer to NARA
when 15 years ol d.

(item 753b)
All other offices:
Destroy when no | onger
needed for reference but
no | onger than 3 years.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED
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LAT 2 (continued)

b. Agency copy of above reports.

c. All other reports.

LAT 2-1 Activity Reports

Summari es of specific action or work
performed by programor adm nistrative
personnel .

LAT 2-2 Laboratory Sanple Reports
Routine | aboratory sanple reports, cor-
respondence of specific |aboratory re-
ports and worksheets. File by sanple
nunber, type of analysis, nanme of dis-
ease, or other nethod, as best suits
user's needs.

* Retention Period *

(item 754a)
Oiginating office:

Destroy when
or obsol ete.

(item 754b)
Al'l other offices:

Destroy when

(item 755a)
Oiginating office:

Destroy when

(item 755b)
Al'l other offices:

Destroy when

(item 756a)
Oiginating office:

Destroy when

(item 756b)
Al'l other offices:

Destroy when

(item 757a)
Oiginating office:

Destroy when

(item 757b)
Al'l other offices:

Destroy when
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LAT 2-2 (continued

EXCEPT: Laboratory sanple reports rel at-
ing to agricultural and vegetabl e seeds.

EXCEPT: Sanple reports generated as part
of a special project or survey which
should be filed with that project under
LAT 6 PRQIECTS of this category.

EXCEPT: Sanple reports generated as part
of a biological products or other case
file. See VEB 4.

LAT 2-3 Conpani on Sanpl e Reports

External quality control of agency | abo-
ratories.

LAT 2-4 Check Sanple Reports

Internal quality control of agency | abo-
ratories.

LAT 3 COW TTEES, MEETI NGS5

Material on commttees and neetings
relating to anal ysis functions not hav-
ing long-termsignificance. Subdivide
commttees and neetings, if necessary,
and show nane and date on fol der

* Retention Period *

(item 757C)
Oiginating office:

Destroy 1 year after
conpl etion of action.
+[ (Di sp. Auth. NC1-463-

83-1)] +

(item 757d)
Al'l other offices:

Destroy when 6
old. +[(D sp.

463-83-1)] +

(item 758a)
Oiginating office:

Destroy when

(item 758b)
Al'l other offices:

Destroy when

(item 759a)
Oiginating office:

Destroy when

(item 759b)
Al'l other offices:

Destroy when

(item 760a)
Oiginating office:

Destroy when

(item 760b)
Al'l other offices:

Destroy when

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED
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* Retention Period *

LAT 3 (conti nued)

(item 761a)
Oiginating office:

Case file record copy of m nutes and

rel ated material, including agendas of PERMANENT. ~ Retire
substantive or significant committees or to FRC when 10 years
meet i ngs concerned with broad aspects of old.  Transfer to NARA
LAT as: advisory organizations, and when 15 years ol d.

i nteragency commttees. |Includes com (i t em 761b)

mttees chaired by LAT representatives Al other offices:

or records maintained by LAT on conmit - Destroy when superseded
tees to carry out responsibility of or obsol ete.

assi gnnents.

LAT 3-1 Arrangenents
(item 762a)
Material on neeting arrangenents, invi atarnating office:
tations, accommodations, authority to Destroy when 1 year old.
attend, workpapers, acceptances, (i tem 762b)
regrets, and extra copies of agendas. Al other offices:

Destroy when 1 year ol d.

LAT 4 AGREEMENTS
(item 763a)
Oiginating office:
Destroy 3 years after
term nation of agreenent.

Material relating to informal agree-
ments, such as, coordination with other
agenci es, etc.

(item 763b)

EXCEPT: Fornmal agreenents. See LEG Al other offices:
Destroy when 2 years ol d.

LAT 5 METHODOLOGY
(item 764a)
Oiginating office:

General material relating to methods
g Destroy when 3 years ol d.

involved in | aboratory and testing.

(item 764b)
Al'l other offices:

Destroy when 2 years ol d.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED
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LAT 5-1 Standardi zati on Met hods

Records relating to standard net hods of
testing. Case file by specific nethods.

LAT 5-2 Met hods Devel opnent

Records relating to new nethods of anal -
ysi s bei ng devel oped.

LAT 5-3 Sanple Discard Procedures

| ncl udes procedures for discarding
spoi | ed neat and ot her sanpl es.

* Retention Period *

(item 765a)
Oiginating office:
PERVANENT. Retire
to FRC when 5 years
old. Transfer to NARA
when 15 years ol d.

(item 765b)
All other offices:
Destroy when superseded
or obsol ete.

(item 766a)
Oiginating office:
PERVANENT. Retire
to FRC when 5 years
old. Transfer to NARA
when 15 years ol d.

(item 766b)
All other offices:
Destroy when superseded
or obsol ete.

(item 767a)
Oiginating office:
PERVANENT. Retire
to FRC when 5 years
old. Transfer to NARA
when 15 years ol d.

(item 767b)
Al'l other offices:

Destroy when superseded
or obsol ete.
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LAT 5-4 Reagent Production

I ncludes material relating to substances
used in the test systemto identify

di seases, chem cals, viruses, and ot her
reagents in | aboratories.

LAT 5-5 Col | aborative Studies

Col | aboration with other organizations
and | aboratories in analysis standards,
anal ysi s conparison, and simlar stud-
i es.

LAT 5-6 Qutside Laboratory Approval

General material relating to the
certification and/ or approval of outside
| aborat ories, including non-Federal and
private |aboratories to do specific
testing.

* Retention Period *

(item 768a)
Oiginating office:
PERVANENT. Retire
to FRC when 5 years
old. Transfer to NARA
when 15 years ol d.

(item 768b)
Al'l other offices:

Destroy when superseded
or obsol ete.

(item 769a)
Oiginating office:
PERVANENT. Retire
to FRC when 5 years
old. Transfer to NARA
when 15 years ol d.

(item 769b)
Al'l other offices:

Destroy when superseded
or obsol ete.

(item 770a)
Oiginating office:

Destroy when 3 years ol d.

(item 770b)
Al'l other offices:

Destroy when 2 years ol d.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED
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LAT 5-6 (continued)

Case file of certification and/or ap-
proval of Federal-State, State, or pri-
vate | aboratory.

LAT 6 PROQIECTS

General material relating to projects.

Proposed projects.

NOTE: When a proposed project is
approved, renove and file with project
case files.

* Retention Period *

(item 771a)
Oiginating office:
Destroy 1 year after
decertification or
di sapproval of
| abor at ory.

(item 771b)
Al'l other offices:
Destroy 1 year after
decertification or
di sapproval of
| abor at ory.

(item 772a)
Oiginating office:

Destroy when 3 years

(item 772b)
Al'l other offices:

Destroy when 2 years

(item 773a)
Oiginating office:
Destroy when 5 years
if no further action
t aken.

(item 773b)
All other offices:
Destroy when 2 years
if no further action
t aken.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED
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LAT 6 (continued)

Case files of records including rel ated
correspondence, on approved projects.

| ncl udes basi c docunentation and fi nal
report or other substantive material.
Show title and date span of project, as:
LAT 6 PRQJECTS NO. 00 Sal nmonella in Red
Meat and Poultry FY 76.

LAT 7 CHEM CAL ANALYSI S

CGeneral material relating to chem ca
anal ysis too broad to be filed in one of
the tertiaries bel ow

Case files relating to specific chem ca
anal ysi s having precedential signifi-
cance. Includes precedential case file
for specific types of anal ysis bel ow

* Retention Period *

(item 774a)
Oiginating office:
PERVANENT. Retire
to FRC 5 years after
conpl etion of project.
Transfer to NARA 15 years
after conpletion of
proj ect .

(item 774b)
Al'l other offices:

Destroy when 2 years ol d.

(item 775a)
Oiginating office:

Destroy when 3 years ol d.

(item 775b)
Al'l other offices:

Destroy when 2 years ol d.

(item 775-1a)
Oiginating office:
PERVANENT. Retire
to FRC when 5 years
old. Transfer to NARA
when 15 years ol d.

(item 775-1b)
Al'l other offices:

Destroy when 2 years ol d.
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LAT 7-1 Ingredients

Chem cal anal ysis of product ingredi-
ents, subdivide by type and arrange

al phabetically, as necessary. Sone sug-
gested subdivisions are: Additives,
Agents, Binders, Castings, Colorings,
Curing and Snoki ng Agents, Fats and
Ols, MIk Derivatives, Preservatives,
Protei ns, Seasonings and Fl avori ng,

Wat er .

LAT 7-2 Resi dues

Material relating to the testing of
fruit, water, soil, or neat and poultry
or their products for harnful residues.

LAT 7-3 Human Heal t h Test

Material relating to the analysis of
bl ood sanpl es of Agency's inspectors to
determ ne | evel s of insecticide.

LAT 7-4 Wappi ng and Packagi ng Materi al

Material relating to the analysis of
Adhesi ves Coatings, |Ink and Marking
Material, Netting, Paper and Boxes,

Plastic and Filnms, Resins, Wax.

* Retention Period *

(item 776a)
Oiginating office:

Destroy 5 years after

product is term nated.

(item 776b)
Al'l other offices:

Destroy when 2 years

(item 777a)
Oiginating office:

Destroy when 3 years

(item 777b)
Al'l other offices:

Destroy when 2 years

(item 778a)
Oiginating office:

Destroy when 3 years

(item 778b)
Al'l other offices:

Destroy when 2 years

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED
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LAT 7-4 (conti nued)

Approval s of packagi ng materi al .

Di sapproval s of packaging materi al.

LAT 8 M CROBI OLOGY

Ceneral records and correspondence on
m cr obi ol ogy too broad to be filed in
one of the subjects bel ow

Case files relating to specific mcrobi-
ol ogi cal anal ysis and studi es having
precedential significance.

* Retention Period *

(item 779a)
Oiginating office:
Destroy 5 years after
term nation of approval.

(item 779b)
Al'l other offices:

Destroy when 2 years ol d.

(item 780a)
Oiginating office:
Destroy 5 years after
di sapproval .

(item 780b)
Al'l other offices:

Destroy 2 years after
di sapproval .

(item 781a)
Oiginating office:

Destroy when 3 years ol d.

(item 781b)
Al'l other offices:

Destroy when 2 years ol d.

(item 782a)
Oiginating office:
PERVANENT. Retire
to FRC when 5 years
old. Transfer to NARA
when 15 years ol d.

(item 782b)
Al'l other offices:

Destroy when 5 years ol d.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED
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* Retention Period *

LAT 8-1 Food M crobi ol ogy

(item 783a)
Oiginating office:
PERVANENT. Retire
to FRC when 5 years
old. Transfer to NARA
when 15 years ol d.

Case files relating to food m crobi ol o-
ay.

(item 783b)
Al'l other offices:

Destroy when 5 years ol d.

LAT 8-2 Medical M crobiol ogy

(item 784a)
Oiginating office:
PERVANENT. Retire
to FRC when 5 years
old. Transfer to NARA
when 15 years ol d.

Case files relating to nmedical mcrobi-
ol ogy.

(item 784b)
Al'l other offices:

Destroy when 5 years ol d.

LAT 8-3 Diagnostic M crobiol ogy ( )

item 785a
Oiginating office:
PERVANENT. Retire
to FRC when 5 years
old. Transfer to NARA
when 15 years ol d.

Case files relating to diagnostic mcro-
bi ol ogy.

(item 785b)
Al'l other offices:

Destroy when 5 years ol d.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991 12



Dl SPOSAL AUTHORI TY NC1-310-77-1

LAT 9 LABORATORY ASSI STANCE

General material relating to a specific
| aboratory discipline not covered in the
above categories such as bacteri ol ogy,

vi rol ogy, histopathol ogy, toxicol ogy,
serol ogy, pathol ogy, and others. WMate-
rial includes requests for information
or technical assistance.

Case files of studies, tests, or analy-
sis involved with special or unusual
cases of one of the disciplines above.
File by type of study, product, disease,
establishment, or location as best suits
user's needs.

LAT 9-1 Technical Reference

Data reflecting technical advice and
assistance related to analysis and test-
ing. Includes copies of nenos, arti-
cles, reprints, panphlets, glossaries,
and ot her technical references.

LAT 9-2 Onsite Investigations

Material relating to field diagnostic
studi es and investigations of ani nmal
di sease out br eaks.

* Retention Period *

(item 786a)
Oiginating office:

Destroy when

(item 786b)
Al'l other offices:

Destroy when

(item 787a)
Oiginating office:

PERVANENT.

3 years ol d.

2 years ol d.

Retire

to FRC 5 years

after case is closed.
Transfer to NARA 15 years
after case is closed.

(item 787b)
Al'l other offices:

Destroy 3 years after
case i s cl osed.

(item 788a)
Oiginating office:

Destroy when
or obsol ete.

(item 788b)
Al'l other offices:

Destroy when
or obsol ete.

(item 789a)
Oiginating office:

Destroy when

(item 789b)
Al'l other offices:

Destroy when

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED
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* Retention Period *

LAT 9 (continued)

(item 790a)
Oiginating office:
Destroy 5 years after
case i s cl osed.

Case file of specific aninal disease
resulting in onsite investigations.

(item 790b)
Al'l other offices:

Destroy 3 years after
case i s cl osed.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED
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